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Agency Division/Unit 
Town of Sykesville Secretary/Rcccptionist/editor 

Item No Description 

Benefits- Plans; vision service plan, medical, dental, 
prescription drugs 

Benefits- Vaccinalions/Flushots; invoice, employee list, fee 
schedule 

Benefits- Brochures, Forms, Directories; LGIT, Risk 
Management, deferred compensation program, provider 
information, retirement employee packages 

Benefits/Employee files; authorizations for insurance 
deductions, injury reports and attending documents, insurance 
applications, plan membership cards, benefits elections forms 

Benefits/COBRA 

Carroll Community Momentum Classes; purchase order, 
training agreement 

COHS/Carroll Occupational Health Services; forms, 
agreement, drug testing results, correspondence 

Retention 

Retain until updated or 
superceded, then destroy 

Retain 3 years, then destroy 

Retain until updated or 
superceded, then destroy 

Retain for 3 years after 
employee termination, or 1 year 
after termination plan, then 
destroy 

Retain any active file for length 
of benefit. After termination 
retain 5 year, then destroy 

Retain 3 years, then destroy 

Retain 3 years, after termination 
then destroy 

Approved by Department, Agency or Division Representative 

Date 

Signature 

Type Name 

Title 

id 

Matthew Candland 

Town Manager 

Schedule Authorized by State Archivist 

Date 

Signatun 
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Item No Description Retention 

8 Correspondence/General; Adelphia correspondence, 
basketball court correspondence 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

9 Daily Planners Retain 2 years, then destroy 

10 Equipment/Office; work order (repair) Retain for 3 years, and until all 
audit requirements have been 
met, then destroy 

11 Gatehouse Repairs Retain for 3 years, and until all 
audit requirements have been 
met, then destroy 

12 Historic District Commission/Sykesville; applications for 
certificate of approval, correspondence, photos, plans, historic 
preservation grant program application, cases and issue 
guidelines, tax credit applications, transmittal of receipts, 
resumes, meeting information, applications for commission 
openings, ad for vacancies, membership lists, conferences, 
purchase orders, map owner list, original meeting notes, 
Warfield final copy, minutes, agendas, guidelines on 
computer disk, tapes 

Permanent. Transfer 
periodically to the MD State 
Archives 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

Schedule No. M-173 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) Page 3 of 5 

Item No Description Retention 

13 Insurance/LGIT; amendment 1989 Retain 4 year after contract 
termination, then destroy 

14 Insurance/LGIT; correspondence Retain 3 years, then destroy 

15 Insurance/LGIT; monthly census, 2003-2004 salary list filed 
with August census 

Retain 3 years after employee 
termination or one year after 
termination of plan, then destroy 

16 Insurance/LGIT; vehicle list Retain until updated or 
superceded, then destroy 

17 Insurance Claims/LGIT; property, personal injury, accident, 
general, check copies, repair quotes, vehicle accident report, 
estimate of repairs, claim summary reports, invoices, 
application for property insurance, renewal information, risk 
management and employee safety, safety and medical, 
hazardous materials right to know, agreement,/ CUGLE; 
workers compensation claims 

Retain notice of claim with no 
further action for 5 years 
following the year to which they 
relate, then destroy. Retain 
notice of claim with lawsuit filed 
for 5 years after settled, then 
destroy. 

18 Insurance Plans and Policies; accident/town volunteers, 
disability/long and short term, reclassification, bond, 
automobile policies, group life, American Industries Trust 
employee life insurance information, LGIT medical insurance 
and renewals, LGIT property and liability, medical 
insurance/health, CareFirst group medical and hospital service 
agreement comprehensive plan, enrollment application/doctor 
selection and member, policies 

Retain until updated or 
superceded, then destroy 

19 Insurance Reports/TWIF; unemployment reports (no claims), 
injured workers reports (no claims), premium payments, loss 
runs, claim detail reports, correspondence, receipts, forms 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
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20 Insurance; Flood insurance rate map-Sykesville,Flood 
Insurance Study-Sykesville, preliminary report, flood profiles 

Retain until updated or 
superceded, then destroy 

21 Insurance/Retirement; Great West (old retirement plan) 
summary report, Great West Life/brochures, plan documents, 
quarterly reports/ benefits information, handbook/ PEBSCO 
(now Nationwide) employee retirement, IRS code 457, 
employee contributed retirement/ Town Personnel Retirement; 
general insurance, fidelity/surety bonds, health and life 
insurance 

Retain 3 years after employee 
termination or one year after 
termination of plan, then destroy 

22 Little Sykes Train; catalogs, signage information, memos, 
festival, sales order, licensing (legal information), safety codes 

Retain until updated or 
superceded, then destroy 

23 Maintenance Information; purchase orders for work shirts, job 
descriptions, on-call calendars, applications, want ads 

Retain for 3 years and for 
purchase orders until all audit 
requirements have been met, 
then destroy 

24 Maryland Municipal League (MML); agenda, menu 
information, attendees list, check copies 

Retain 2 years, then destroy 

25 Manuals; LGIT (scope of coverage), risk management, fee 
schedule, park reservations, visitors center, park meetings, 
employee handbook 

Retain until updated or 
superceded, then destroy 

26 Maryland Historic Preservation Commissions Handbook, 
consultant's report, "Economic Benefits of Historic 
Preservation" 

Retain until updated or 
superceded, then destroy 

27 Newsletters; ads, orders, newsletter including Sykesville 
Historic news (2001-2002) 

Retain 2 copies newsletters 
permanently and transfer to MD 
State Archives. Ads and orders 
retain 3 years then destroy. 
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Item 
No. Description Retention 

2K Newsletter; calendar Retain 2 years, then destroy 

29 Oil Recycling Shed; invoices, posted general ledger, cheek 
copies, grant information (copy), plans 

Retain 5 years alter final grant 
payment and all audit 
requirements have been met, 
then destroy 

30 Paid Invoices/Purchase Order Books; (examples) window 
cleaning, Sykesville Retreat, recycling bins/ Nextel bills; paid 
bills, correspondence, quotes 

Retain for 3 years and until all 
audit requirements have been 
met, then destroy 

31 Personnel; employment turn-down notices, resumes Retain for 2 years from date of 
action, then destroy 

32 Personnel; employee pay ranges, applications for employment 
(Maryland version) 

Retain 3 years after termination, 
then destroy 

33 Regulating Flood; prone land in Maryland Retain until updated or 
superceded, then destroy 

34 Telephone Message Books Retain 2 years, then destroy 

35 Telephone System; Avaya, signed Verizon contract, 
background (account summary and correspondence), purchase 
orders, certificate of insurance, copies of checks 

Retain 4 years after contract 
expiration, then destroy 

36 Vietnam War Veterans, Sykesville Area; compiled by Gary 
Douglas Jestes, Vietnam War Veterans list and photos 

Permanent. Transfer 
periodically to the MD State 
Archives 

37 Working Files/ Examples; historic license plate, Century 
Homecoming Parade, Hurricane Isabel 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 



Retain until updated or 
superceded, then destroy 



Retain 3 years, then destroy 



Retain until updated or 
superceded, then destroy 







Retain 3 years, then destroy 



Retain 3 years/then destroy 



screen annually, uestroy material naving no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Retain 2 years, then destroy 



Retain for three years (3) and 
until all audit requirements have 
been met, then destroy 



Retain for three years (3) and 
until all audit requirements have 
been met, then destroy 



Permanent. Transfer periodically 
to the Maryland State Archives 



Permanent. Transfer periodically 
to the Maryland State Archives 



Permanent. Transfer periodically 
to the Maryland State Archives 



Permanent. Transfer periodically 
to the Maryland State Archives 





Permanent. Transfer periodically 
to the Maryland State Archives 



Retain 3 years, then destroy 





Retain for 3 years after 
employee termination or one 
year after termination of 
plan, then destroy 



Retain until updated or 
superceded, then destroy 



Retain notice of claim with no fur ther 
action for 5 Y following the year to which 
they relate, then destroy. Retain notice 
of claim with lawsuit filed for 5 Y after 
settled, then destroy. 



Retain notice of claim with no further 
action for 5 Y following the year to which 
they relate, then destroy. Retain notice 
of claim with lawsuit filed for 5 Y after 
settled, then destroy. 



Retain notice of claim with no further 
action for 5 Y following the year to which 
they relate, then destroy. Retain notice 
of claim with lawsuit fded for 5 Y after 
settled, then destroy. 



Retain notice of claim with no 
further action for 5 Y following the 
year to which they relate, then 
destroy. Retain notice of claim with 
lawsuit filed for 5 Y after settled, 
then rlestrnv. 



Retain notice of claim with no further 
action for 5 Y following the year to which 
they relate, then destroy. Retain notice 
of claim with lawsuit filed for 5 Y after 
settled, then destroy. 



Retain notice of claim with no further 
action for 5 Y following the year to which 
they relate, then destroy. Retain notice 
of claim with lawsuit tiled for 5 Y after 
settled, then destroy. 
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Retain notice of claim with no 
further action for 5 Y following the 
year to which they relate, then 
destroy. Retain notice of claim with 
lawsuit filed for 5 Y after settled, 
thpn rlestrnv. 



Retain notice of claim with no further 
action for 5 Y following the year to which 
they relate, then destroy. Retain notice 
of claim with lawsuit filed for 5 Y after 
settled, then destroy. 





Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Retain untiJ updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 





Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Retain for 3 years after 
employee termination or one 
year after termination of 
plan, then destroy 



Retain for 3 years after 
employee termination or one 
year after termination of 
plan, then destroy 



Retain for 3 years after 
employee termination or one 
year after termination of 

. plan, then destroy 



Retain for 3 years after 
employee termination or one 
year after termination of 
plan, then destroy 



Retain for 3 years after 
employee termination or one 
year after termination of 
plan, then destroy 



Retain for 3 years after 
employee termination or one 
year after termination of 
plan, then destroy 



Retain for 3 years after 
employee termination or one 
year after termination of 
plan, then destroy 



Retain until updated or 
superceded, then destroy 



to* 

Retain for three years (3) and j.o-
until all audit requirements have 
been met, then destroy 



Retain 2 years, then destroy 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Permanent. Transfer periodically 
to the Maryland State Archives 









Retain 2 years, then destroy 















Retain 3 years, then destroy 



Retain 3 years^then destroy 



Retain until updated or 
superceded, then destroy 



Retain 2 years, then destroy 







Permanent. Transfer periodically 
to the Maryland State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 


